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INDEX NO. 


operating instructions 

1. PRESS |"_c! KEY CHECK TRANS' key is RELEASED IMPORTA 

INSERT PROGRAM. PRESS LOAD KEY. 

DEPRESS PRINTER OFF KEY and PROG. SELECT KEY (i.e. L0CK THEM ) 

2. PRESS lC! AGAIN. 

2. a. TO ENTER OPENING BANK BALANCE AS FOLLOWS* 

1. IF STATEMENT READS BALANCE AS CREDIT (MONEY IN FUNDS) 

ENTER BALANCE = THEN PROCEED. 

2. DEPRESS ROUTINE BUTTON LABELLED |OPENING| 

[BALANCE] 

3. THEN 002 (ON KEYBOARD) 

4. THEN PRINT AUTOMATICALLY PRINTS SUB-TOTAL ON TALLY ROLL 

U • - 

THEN RETURN TO STEP 3 ON PAGE 1, 


1 . 
2 . 


3. 


4. 


IF STATEMENT READS BALANCE AS DEBIT (0/d) 
ENTER BALANCE = THEN PRESS (SIGN 1 

CHANGE; 

DEPRESS ROUTINE BUTTON LABELLED OPENING- 


THEN 

THEN 


, . BALANCE 

002 (ON KEYBOARD) 

PRINT AUTOMATICALLY PRINTS SUB-TOTAL ON TALLY ROLL. 


-THEN-RETURN-TO STE P 3 ON PAGE 1. 


3. HEADINGS 

PRESS !.C PRESS S;-' (Prints Headings) 

3a. TAKE A SUB-TOTAL AT THIS STAGE TO CHECK A DR OR Cft. TOTAL. 


OPERATING INSTRUCTIONS 

1. PRESS fcl KEY CHECK i'tRANS ^ IS RELEASED IMPORTANT 


2 . 


INSERT PROGRAM. PRESS LOAD KEY. 


DEPRESS PRINTER OFF KEY and PROG. 

I. s O* 5 "* 'O ov' - A 

PRESS IS AGAIN. 


SELECT KEY . (i,e 


LOCK THEM\ 
'.DOWN ' 


2. a. TO ENTER OPENING BANK BALANCE AS FOLLOWS:- 

1. IF STATEMENT READS BALANCE AS CREDIT (MONEY IN FUNDS) 

ENTER BALANCE = THEN PROCEED, 

2. DEPRESS ROUTINE BUTTON LABELLED lOPENINGl 

BALANCE 

3. THEN 002 (ON KEYBOARD) 

4. THEN PRINT AUTOMATICALLY PRINTS SUB-TOTAL ON TALLY ROLL. 

M I y r. •».» - Tor-,1. 

- THEN RETURN TO STEP 3 ON PAGE-i, 


2. b. IF STATEMENT READS BALANCE AS DEBIT (o/d) 
1. ENTER BALANCE = THEN PRESS ISIGN 1 


DEPRESS ROUTINE BUTTON LABELLED 


PENINGj 

ALANCE 


THEN 002 (ON KEYBOARD) ~~ ' 

THEN PRINT AUTOMATICALLY PRINTS SUB-TOTAL ON TALLY ROLL. 



3. HEADINGS 

PRESS LCD PRESS Sp'-' r (Prints Headings) 

TAKE A SUB-TOTAL AT THIS STAGE TO CHECK A DR OR CR. TOTAL. 


3a 





8a. WHEN POSTING FROM BANK STATEMENTS, IT IS ADVISABLE AFTER 

EVERY 5 PAGES TO TAKE A TRIAL BALANCE. 

THE PROCEDURE IS AS FOLLOWS : 

1. TAKE A SUB-TOTAL AND AGREE WITH SUB-TOTAL ON BANK STATEMENT. 

2. PRESS TRIAL BALANCE KEY. 

3. IT IS THEN NECESSARY TO RE-ENTER THE SUB-TOTAL IMMEDIATELY 

PRIOR TO TRIAL BALANCE. (this sub-total has been lost in 

a Trial Balance.) 


"To ST~* G t= 


I o 


STORAGE OF TOTALS ON DATA CASSETTE . 


1. 


2 . 


IF TOTALS ARE REQUIRED TO BE KEPT FOR PRECESSING LATER, 

THE FOLLOWING PROCEDURE MAY BE CARRIED OUT AT ANY STAGE 
OF DEBIT/CREDIT ENTRY OR AFTER THE TRIAL BALANCE IF REQUIRED. 


TO STORE ON DATA TAPE. 


1. 

2 . 

3. 

4 . 

5 . 


PRESS 

LOCK 


Ei 

DATA 

TRANS 


KEY 

KEY 


INSERT DATA CARTRIDGE 
PRESS SHSSEB KEY 
UNLOCK pATA KEY 
TRANS 


THEN PRESS EJ 

GO TO STEP 2 OF OPERATING INSTRUCTION? 


TO RS-IEBERT BACK INTO MACHINE . 

PROGRAMME FIRST , 

IF TOTALS ARE TO BE RE-ENTERED INTO THE MACHINE FOR FURTHER PROCESSING. 


1. 

2 . 

3 . 

4 . 

5 . 

6 . 


PRESS @ KEY 
LOCK 


I DATA 
1 TRANS 


KEY 


INSERT DATA CARTRIDGE THEN PRESS [Q] 
PRESS GSaS KEY 


UNLOCK 


PRESS [C| KEY 


DATA^j KEY 

ONLY 


TRAIk 


GO TO STEP 8 


TRIAL BALANCE 


- 
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TITLE: 


OPERATIC ISLSTJRUCXIQMS- 


Calculation Formulae, Description and Example 

---“-- I£>AtA 

1. PRESS [c] KEY !J2S4fL£j 

INSERT PROGRAM . PRESS LOAD KEY. 

• SEL E CT KKYfr . 


2 . 

3. 

5 W 


K6r~f ' £ &£ 1&A&&D 


Ke 


Derteiz efit me* off kg<^ two faoc. 

PRESS Tcj^i^c ALL KEYS. (NEW CLIENT)..^ - 

To Bnrerfi^ oPfmrtc «/Vv*s. %ft<-■ *j££ MSTA. o'e**- 

HEADINGS. 

El PRESS S. (Prints Headings) 
Cotf-TOT/n- Fofk C>*£«"*Ci. 


PRESS 

<4 «e 


SELECT ONE OF THE FOLLOWING 




kOCK THiSfiO 

Co w/v . 


fa*€ 


4. 

(i) 

(ii) 

(iii) 

(iv) 


5. 


DEBIT ENTRY 


( 


Ov-t 


PRESS A 

ENTER CHEQUE NO. ? PRESS S (Prints Cheque No.) 

ENTER CODE, PRESS S (Prints Code). 

ENTER AMOUNT , PRESS S (Spaces, Prints Amount, Line spaces) 


To repeat Debit GO TO 4(ii) 


CREDIT ENTRY 


OR 


(i) PRESS F. 

.(ii) ENTER CHEQUE NO., PRESS S (Prints Cheque No.,) ENTER CODE, S 

(iii) ENTER AMOUNT PRESS S (Spaces, Prints Amount Line spaces) 

(iv) To repeat Credit go to 5(ii) OR . 


6. CORRECTION 

(i) PRESS C (Prints Correction) & previous line 

Go to 4 or 5 to repeat entry correctly. 

7.. SUBTOTAL 

(i) PRESS B (Prints Subtotal 1 

Go to 4 or 5 for more entries. 


8. TRIAL BALANCE 

8ft, isd-E. Armcil .MiLwr. 

9. FOR ADJUSTMENTS 

PRESS (Cj PRESS S Prints Line entry Headings 
Do steps 4, 5 to Adjust Amounts. 

10. P & L ACCOUNT & BALANCE SHEET. 

(i) PRESS E Prints PROFIT & LOSS ACCOUNT 

(ii) To allocate PROFIT (or Loss) 

PRESS [c] , PRESS S Prints Line entry Headings* 

Do steps 4, 5 to allocate to various Amounts. 


(iii) PRESS 


m 




PRESS 44 Prints BALANCE SHEET. 







K-fc Canon 



INDEX NO. 



MODEL: 

KNOX RICHARDSON 


/ 


TITLE: _OPERATING INSTRUCTIONS 


Calculation Formulae, Description and Example 


11. FOR NEXT CLIENT GO TO PROCEDURE 2 , 


* 


ERROR PROCEDURE 

1* Machine will line space & await re-entry when:— 

1 * Cheque No : — Cheque No. exceeds 999 

“ Cheque No. is zero or negative entry. 
0 „ ” Start key is pressed without entry. 

Code_No: - Code No. exceeds Chart limit 

- Code No. is zero or negative entry. 

-a ” Start key is pressed without entry. 

3 * M ount : - Start key is pressed without entry. 

When this condition occurs the machine awaits entry as a debit 
If credit is required to re-enter line, press Credit Button. 

2 ’ If / n 6 ? try error is de tected mid-line, press Start Key 

and machine executes 1 above. y 

3 * an entry error is detected directly upon completion of 

line then Correction Button will erase the complete line. 

To 6-rij^K OfGNtNC BANK fr/HSU^cB 
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p 

u. 


desses ( 
T 

TiAew 


focmNB Serve W ifut&tL&o 

O O Z on P-eySo/vAn 

1. A 


Of£N/N<0 
\j 'SAcOncs 




A 1 /H4//V £ Pf tflri S is z - 7ot/*v 

Or! TTH^y fiohf. 


^ PerroaA %ref 3 . e^cc-■ 







SlFT-uP IV)f±CiUNC 
K P&i. i'Ttrt’-i ',2,?. 


Post 2>r f dp, e^vrpic^s 

/TC.tj-w'-, K/Wt SU’/^'Srvv&vT- 

CW Co»»pt,gT)o^ - 
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T RflU—- £/Vowc£ 
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/’ojr operate 
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TRttU— &SkActtg i 
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StoF V —— 

Alloc rt-re- mo P <r 
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